NON-CONTRACT UNIT REPORTING

1. The non-contract unit reporting screen can be accessed under the Utilities menu titled “Unit
Reporting”.

2. Non-Contract units are considered units not billed to the Division of Alcohol & Drug Abuse or
Department of Social Services Title XIX.

3. To add units, tab on the “Add” button on the bottom of the screen which will open up the Non-Contract
Unit Reporting Detailed screen.



1. To search for the client to add the non-contract units, enter the last and first name in the fields above
and click on “Find client”
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2. If there are numerous clients with the same last name, the search screen will list all clients by this name
and allow you to select the right client. Highlight the name and then click on the “Select” tab which will
populate the unique ID fields in the Non Contract Screen.
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3. The “Units Provided From” and “Units Provided To” fields will default to the previous month’s date
beginning to end. Service Units can only be reported within the same months, so if a client received
services in days in two different months, then each month would have to be reported separately.

4. The “Units” should be reported as follows: 1 Day = 1 unit and 1 Hour = 4 units. So if a client was in
residential services from 12-2-07 to 12-21-07 this would equal 20 units or if you provided 9 hours of
Intensive Outpatient services then this would equal 36 units.

5. The CPT/Modifier dropdown list will provide a list of service codes that will represent the unit
category being reported. Select the appropriate code and it will populate this field. Only one code can be
reported at a time.

6. The “Place of Service” drop down list will provide a list of locations the services were provided. In
most cases this will either be a Residential or Non-Residential Substance Abuse Treatment facility.
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7. If this is the only units that need to be reported, tab on the “Save” button and the units will now appear
on the Non-Contract Unit Reporting Screen. However if you need to report additional units for this same
client, tab on the “Save/Repeat” button and this will clear the date from and to, the unit field and CPT
modifier where you can re-enter the information to match the units being reported for the second entry.

8. After the units are saved, they will appear on the Non-Contract Screen as seen below, but they still need
to be submitted to the State.

Al MMainhenu Frameset - Microsoft ITnternet Explorer provided by State ol =]
M H o MNON - GONTHAG'I' Unit Raportmg [Click. Here bo Cleat Szach
LRSS ot
T AR 1oviders: = n & - G ke
1-'.:;:-;': aast Lazk £ of 55N: DOE: Sew Fitst 2 Charscters of Maother Fiest Hame:
nctions Urigaz 10| | [ =1l Reccards Search
Support Tables n I— = o
I Miliies LocallD; Displap st 500 = displapal T
BatchLoad Last Hame: Fist Mlame:
Export )
unit Reporting File be uploag: [ Browss... I LUpdo=d Edla Format
3:::3:2:3;?” Lirique D [[Localin | [Urits: Prom: From (U, Prow, Ta | Blrs |[CPT/Modhers] |[Encr Mg =
Reports 123403081 95 FFHE 127242007 12621 02007 |36 HONS __
anout
Close
1| =1
Show History| &dd | Edit | Dslete | Detste ALL | Betch Feport | Erint P Submit | Cancel |
By r— I = '_Thmcldolrﬂ-o ]
e ol L il s ————— i = N i =

9. To submit the units tab on the “Submit®button at the bottom of the screen and this will complete the
submission process to the State. However if there are errors in the reporting of units, the entry will re-
appear on the screen with an error message indicating what needs to be corrected as indicated in the below
screen.
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10. Once the error has been corrected, then re-submit the units once again.



